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Issue Month (Page) 
Book Reviews in Italic 


BUSINESS LAW 

Business Law Quiz, Anne M. Egry, 
Ed.D. 2(30), Business Law Quiz, Dr. 
Robert Kline, 8/9(40) 


CERTIFIED PROFESSIONAL 
SECRETARY® (See In Basket and 
Seminars) 

Applying and Qualifying for the Certi- 
fied Professional Secretary Examina- 
tion 8/9(44) 

Outline for the 1979 Certified Profes- 
sional Secretary Examination 8/9(45) 

Questions You May Have Wanted To 
Ask About the Grading of Part V CPS 
Examination, Dr. Lillian H. Chaney 
1(22) 

Survival Skills for Part V of the CPS 
Exam, Jo Ann Hennington and Robert 
Gryder 11(16) 


COMMUNICATIONS 


Better Business Letters 6/7(34) 

Business Communication 8 [9(40) 

Business English 10(36) 

Business Idea From Birth to Profitable 
Company 11(35) 

Business Writing Workshop 3(24) 

Cost-Conscious Letter Writing, Dr. 
Christine B. Stiegler, 4(17) 

Written Word 2(29) 


CONTEMPORARY CULTURE 
1978 NSA Program of the Year 1(23) 


CONVENTION, NSA (See Seminars) 


Agenda ... Proposed Agenda 1978 
International Convention 5(14) 

Canada and Canadians, Dorrie Wood- 
land 2(18) 


eciétary. 


1978 INDEX 


Convention — 1978 International, Time 
and Place ... Registration 4(30), 
§(24) 

Convention News 8/9(24) 

Hotel Reservation 4(33) 

In Vancouver 8/9(30) 

Reservation for Vancouver Chapter 
Trips and Tours 3(28) 

Welcome to NSA Convention 1978 6(8) 


ENERGY 


Energy Conservation in the Office, Wal- 
ter A. Pennino 5(8) 

Energy Efficiency Ratio, Alliance to 
Save Energy 10(22) 


ETHICS 


Everyday Ethics for the Secretary, Ivan 
Hill 8/9(6) 

Primum Non Nocere: The Responsibility 
of Ethics by Peter F. Drucker 12(6) 

Privileged Communications and the Sec- 
retarial Profession, Anita F. Dalquist 
10(6) 

Secretarial Ethics: Business and Com- 
munity, Kenneth P. Gnadt 11(6) 
Secretarial Ethics from the Standpoint of 
a Businessperson, Edgar H. Price, 

Jr. 6/7(6) 

Secretarial Ethics from the Standpoint of 
Traditional Ethical Concepts, Francis 
X Quinn, S.J., Ph.D. 4(7) 

Statutory Testimonial Privileges in the 
United States 10(13) 

What Do We Mean by Ethics:, Ethics 
Resource Center and American View- 
point, Inc. 5(5) 

What is Ethics, Donald G. Jones 5(6) 


FUTURE SECRETARIES 
ASSOCIATION (See Scholarship) 


IN BASKET EXERCISE 


Part V, Communications and Decision 
Making 10(29) 

Setting Priorities, Lillian H. Chaney 
10(18) 


INSTITUTE FOR CERTIFYING 
SECRETARIES (See Certified 


Professional Secretary) 


INTERNATIONAL SECRETARY 
OF THE YEAR® 


The Near Look and Far Vision, Marjorie 
W. Dull, CPS, ISOTY 8/9(36) 

International Secretary of the Year 1978, 
Harriet H. Young, CPS 8/9(28) 

Reflections, Marjorie Dull, CPS 6(20) 


INTERPERSONAL RELATIONS 


How I See the Boss and How I Think the 
Boss Sees Me and Vice Versa, Wil- 
liam I. Gorden 8/9(20) 

How to Negotiate a Raise, John J. Tar- 
rant 6/7(34) 

Interpersonal Relations Quiz, Dr. Bette 
Ann Stead 11(34) 

‘*No-Lose’’ Conflict Solving, Phyllis 
Zauner 2(8) 

Secretary on the Spot (Correcting Inter- 
nal Copies 3(22), Keeping the Boss 
‘*Fully Informed’’ 11(38), Promotion 
Denied 12(26) with the Farce Promo- 
tion 2(22), with the Infatuated Boss 
10(38), with the Monopolizer 4(29), 
with the Superior Degree 6/7(36), 
with the Uncouth Office Manager 
5(34), with Unkept Appointments 
1(30), without a Couch 8/9(42) 

The New Talkamatics: Easy Way to 
Verbal Power and Persuasion, Cathy 
Hadley 6/7(34) 
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Winning at Office Politics, Andrew J. 
Durbrin, Ph.D. 10(36) 

You Can Make It Happen, Len Sperry 
5(32) 


JOB DESCRIPTION 
NSA Prototype Secretarial Job Descrip- 
tion, Connie McCauley, CPS 5(20) 


MANAGEMENT/SUPERVISION 


Making MBO/R Work, Arthur C. Beck 
and Ellis D. Hillmar 3(24) 

Understanding Management by Objec- 
tives, Gerald F. Johnson 2(10) 

Responsibility, Authority, and Achieve- 


ment ... an analysis of Manage- 

ment, Elfriede M. Gaias 12(23) 
You: the Female Supervisor in the Male 

Environment, Elfriede M. Gaias 1(14) 


METRIC (1978 NSA Program of the 
Year) 


Everything You Always Wanted to 
Know About Metric (but didn’t know 
what to ask), David Martindale 11(8) 

Going Metric in the Office, Jack M. 
Bell 12(16) 


MISCELLANEOUS 


Credit Rights and Responsibilities 
Quiz, Dr. J. Howard Jackson 12(23) 

Directory of Corporate Affiliations 2(29) 

Economics Quiz, Dr. Martha Hedley 
3(32) 

Effective Leadership of Voluntary Or- 
ganizations, Newel W. Comish 10(36) 

Everything You’ve Always Wanted to 
Know About the Law But Couldn't 
Afford to Ask, Edward E. Colby 
3(24) 

Home Study Directory 10(36) 


National Directory of Addresses and 
Telephone Numbers, Stanley R. 
Greenfield 2(28) 

NOPA Members Hear Ford, Shirley 
Englund 11(39) 

Notary Public Practices & Glossary, 
Raymond C. Rothman 6/7(35) 

Prodigious Precipitated Predictions, Pat 
Porterfield 8/9(18) 

Readable Insurance Policies, Betty 
Zachow, CPS 1(6) 

Rights and Liabilities of Stockholders 
Quiz, Dr. J. Howard Jackson, CPS 
5(31) 

A Rose for Friendship, Edith Butell, 
CPS 5(10) 

Speakers on the Spot, Edgar Bernhard 
3(25) 

Speaking Up, janet Stone and Jane 
Bachner 10(37) 

Study Skills for Those Adults Return- 
ing to School, Jerold W. Apps 8 /9(40) 

Survival and Success in a Shrinking 
Economy, Rodney L. Cron 3(25) 

Tell It Like It Is! . . . Let’s Conserve 
Human Energy 12(22) 

The Executive Deskbook, Auren Uris 
5(32) 

The Future? 3(6) 

Typewriter Art, Dan Carlinsky 3(24) 

Woman in a Suit Means Business, John 
T. Molloy 1(12) 

Women Office Employees Selection 
and Satisfaction, Richard L. Hilde, 
Ph.D. 1(10) 


NATIONAL SECRETARIES 
ASSOCIATION HOME TRUST 
FUND (See Vista Grande) 


THE NATIONAL SECRETARIES 
ASSOCIATION (INTERNATIONAL) 


(See Convention) 


Association Headlines: 1(34), 2(34), 
3(34), 4(38), 5(38), 6/7(41), 8/9(49), 
10(42), 11442), 12(30) 

Board of Directors 8/9(32) 

Candidates 5(26) 

Chapters and Members-at-Large in The 
United States, Virgin Islands, Puerto 
Rico and Canada; and Affiliated 
Autonomous Associations 6(10) 

Progress Through Performance 8/9(34) 


NEW PRODUCTS 


The Secretary Mart: 1(32), 2(32), 3(30), 
4(36), 5(36), 6/7(38), 10(40), 
11(40), 12(28) 


NSA RESEARCH & EDUCATIONAL 
FOUNDATION (See Scholarship) 


PROGRAM OF THE YEAR, NSA 
(See Contemporary Culture and 
Metric) 


SCHOLARSHIPS 
FSA Scholarship 8/9(38) 


SECRETARIAL/OFFICE 
PROCEDURES/SKILLS 


Basic Business Machine Calculation, 
Al Giordano, Ph.D. 6/7(34) 

Canadian Addressing Requirements 
5(23) 

Complete Secretary’ s Handbook, Lillian 
Doris and Besse May Miller 3(25) 

Correcting Internal Copies, SOS 3(22) 

Correcting Typing Errors, Peggy Lind- 
sey 2(24) 

How to Dictate, Philips Business Sys- 
tems, Inc. 2(28) 

How to Plan and Conduct Productive 
Business Meetings, Dr. Donald L. 
Kirkpatrick 5(32) 
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Mail Processing Updated, Judy F. West 
and Dr. Daniel R. Boyd 2(16) 

Office Procedures Quiz, Janet L. En- 
dries, CPS 1(26) 

Paralegal Practice and Procedure, Deb- 
orah E. Larbalestrier 2(20) 

Secretary's Standard Reference Manual 
and Guide, Mary A. DeVries 2(29) 

The Speller and the Punctuator, Univer- 
sity Diversified, Inc. 2(29) 

The Secretary as a Resource Person, Lili 
Kivisto, CPS 8/9(16) 

36 Aids to Successful Proofreading, 
Ruth H. Turner 2(12) 

What Secretarial Handbooks Don’t Tell 
You!, Joseph Nolan Ph.D. 11(14) 


SECRETARIAL PERFORMANCE 


Avoid Stress From Where You Sit 1 1(20) 

Confidence — You Must Have It, James 
J. Kennedy 9(8) 

Get A Proper Perspective on Stress, 
Barbara Beekman 3(14) 

Give Yourself the Gift of Confidence, 
Patricia J. Marcum, Ph.D. 10(26) 


SECRETARIAL PROFESSION 


A Boss to Be Proud Of, Ann Simons 
2(14) 

Girl Friday: Myth or Reality?, Ruth 
Alexander 3(18) 

Innovative Education Program for Em- 
ployed Professional Secretaries, 
Susie Hess and Cheryl Luke 6(12) 

The New Secretary, Guess Who’s Run- 
ning the Company Now, Morton Yar- 
mon 12(14) 

Punctuation Made Easy, Martha S. 
Shull 6/7(28) 

Secretaries Becoming an Endangered 
Species 6/7(18) 

So You Want to Get Ahead, Tonia M. 
Marcaccio 4(10) 

Stay on Top of Tomorrow: You, Your 
Profession, Your Employer, Evelyn 
B. Hill, CPS 2(6) 


The Professional Secretary’s Search for 
Identity, George B. Vaughn and Shir- 
ley M. Wells, CPS 8/9(10) 

Will You Be Where You Want To Be 
.. . Five Years From Now?, Lillian 
Adams 2(12) 


SECRETARIES WEEK 


It Happened Secretaries Week 4(21) 

Secretaries Week 4(14) 

Special Programs for Secretaries Week 
4(16) 


SEMINARS 


‘*Are You Who You Think You Are?”’ 
3(27) 

First . . . A Professional Development 
Seminar ... For NSA Members 
4(32) 

1979 CPS Seminars 12(18) 

Seminar, 1978 Vancouver Convention, 
NSA 


SUPERVISION (See Management) 


VISTA GRANDE (See National 
Secretaries Association Home Trust 
Fund) 


Ojo de Dios, Fran Riley 12(2) 
Their Place in the Sun, Fran Riley 
6/7(20) 


VOCABULARY/GRAMMAR 


Word Watching, Sarah Montoya: Ap- 
pearances are Deceiving 5(12), 
Echoes and Encores 11(32), Close 
Encounters of the Word Kind 4(26), 
Melange 8/9(14), Praises 10(25), 
Sagacious Simon 12(20), Tilting 
At Windmills 1(24), Usages Revisit- 
ed 6/7(32), The Way Words Were 
2(20), Wordawards 3(16). 








Start your career as a 
LEGAL ASSISTANT 


(Paralegal) 


Secretaries! Where are you 
going? Attorneys, judges, 
government and business 
employ legal assistants at 
higher wages. 


Home study programs super- 
vised by licensed attorneys. 
Secretarial skills or office 
experience suggested. 
INTERESTED? For free cata- 
log send name, address (zip) 
and phone, or call 305 
\\ 368-2522 TODAY! 








=~ 


SOUTHERN CAREER 
INSTITUTE 

“A Paralegal Institution” 
Dept. S-3/1580 NW 2nd Ave. 
P.O. Drawer 2158 

Boca Raton, Florida 33432 

















q from 2 
‘“OJO”’ DE DIOS 


This Indian Legend expresses a love of 
colorful weaving: 


SONG OF THE SKY LOOM 


**O our Mother the Earth, O our Father 
the Sky, 

Your children are we, and with tired 
backs 

We bring you the gifts that you love. 

Then weave for us a garment of bright- 
ness, 

May the warp be the white light of morn- 
ing, 

May the weft be the red light of evening, 

May the fringes be the falling rain, 

May the border be the standing rainbow. 

Thus weave for us a garment of bright- 
ness 

That we may walk fittingly where birds 
sing, 

That we may walk fittingly where grass 
is green, 

O our Mother the Earth, O our Father the 
Sky!”’ 


Interested secretaries, members and 
nonmembers alike, may obtain informa- 
tion about individual apartment living at 
Vista Grande — National Secretaries 
Association Retirement Center by writ- 
ing to: Resident Manager, 4101 Mea- 
dowlark Lane, SE, Rio Rancho NM 
87124. 5 





The official Americanized version of 
the ‘‘Eye of God’’ is handled every day 
by residents of and visitors to the U.S.A. 
True, it slips through their fingers so 
quickly that undoubtedly it goes un- 
noticed. 

It is reproduced on special paper in 
green an& white in a miniature repro- 
duction of the back of the Great Seal of 
the United States. 

It is contained within two Latin in- 
scriptions and appears above a pyramid 
having at its base the Roman numeral 
MDCCLXXVI. The inscriptions are AN- 
NUIT COEPTIS and NOVUS ORDO SE- 
CLORUM. Translation: ‘‘He (God) 
smiled on our undertakings,’ and ‘‘A 
new cycle of the ages.”’ 

Take a closer look at the reverse side 
of a one dollar bill. There is the ‘‘Eye of 
God.”’ 

















as . 
| | — 
f qi —2 
‘ exig—nesesenarararaivara ranana row 
7 . 
~~ | | . | 
" 
4 | | 
\ . 
: bs ‘ «4 
i : : | 
° 
Se | | | 7 | 
’ | | 
| e 
fears 
~ 
| 
» 
as Saad 
. . 
e 
° 
cs 
‘ 7 
’ . : | 
/ ! | 
ance 
“ 
* 
| \ 
> 
er 
> 
° 





